
Adding Access to Another Business



The data you see in this tutorial is completely fictitious. It was 
made for instructional purposes only. Any resemblance to a 

real person or business is completely coincidental.



To manage access to your accounts or request access to a client’s 
account(s), open the More… menu. 



Locate the Access group from the menu and click the Add Access to Another Business hyperlink. 



You will need your client’s: 
• Connecticut Tax Registration Number
• Last name or business entity's legal name
• A piece of shared information between you, your 

client, and DRS:
• Letter ID from DRS correspondence
• Tax due from a recent return
• Recent payment amount, or
• The account ID for the requested account 



Enter the client’s Connecticut Tax Registration Number and business 
legal name. If your client is a sole proprietor, enter their last name. 



From this screen, you will add each of the accounts for which you are requesting 
access. Click the Add a Record hyperlink to request access to an account.



The Connecticut Registration ID is populated automatically from the previous window. Select 
the Account Type, then choose the Validation Method and enter the Validation details. 

Once you have entered all required information, click Add.



At this time, you can add additional records (accounts) or advance to the next step. 

Note: When you click Next, if the taxpayer information cannot be validated, you will receive error text: 
“Unable to validate based on the information entered. Please correct all errors to proceed.” 

You will not be able to move forward in the process until the information is corrected and can be validated.



Once you have successfully provided information to validate the requested 
accounts, you can submit your Request for Third Party Access. 



You will receive a confirmation number once you have been granted access to your client’s account(s).

You can print the confirmation for your records if you wish. Your client(s) will also receive a notification 
that you have requested access to their account(s). 

At this time, you can click OK and begin managing your client’s account.



Whenever you log in, you will be prompted to select whether you want to work 
with your own account or your client’s account(s). 



Click here for more tutorials!

https://portal.ct.gov/DRS/myconneCT/Tutorials

